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Thisvolume tells how to set up master dndctional publication livariesand publication sets,and gives
guidance an how tokeep lbraries. It impements AFPD 37-1Air Force Inbrmation Managenent It
applies to dlAir Farce personnd who are directes and chiefs foinformation management andltbrary
custodias. It doesnot apply o personnel rgponsible for théAir Foree library service, technical orders,
stock lists,or historcal referencdiles. Send commentsand suggsted impovementon AF Form 847,
Reconmendation for Changeof Publication, throughchannels, to SAF/ARP, 170 Luke Avenue, Suite
300, Bolling AFB DC 20332-5113. Any orgezation maysupplenent this volune. Major commands
(MAJCOM), field operating agencies (FQA), and direct reprting units (DRU) send onecopy of their
supplement to SAF/ARP, 170Luke Avenue, Suite 300Bolling AFB DC 20332-5113; ther commands
serd onecopy of ech supplementd the nex highe headquarters.

SUMMARY OF CHANGES

This revision adds tk volume to the AFl 37-160 seriesfovolumes, correctsfunctional addrss symbols
(paragraphA2.5), adds ifiormation on X and L distibution systemgparagaphs 7.3 ath11.2), and
changes tasequence n which formal pag changesre postal in binders(attachment 2, figie A21).

(KAFB) AFI 37-160, Vdume7, 30 Novembe 1993, is supplemented adléovs:

1. Glossary of References, Abbreviations,Acronyms, and Terms: See attachment 1.
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2. How To SetUp a Master Pulication Library (MPL):

2.1. Most active Air Face bass or comparable major installations setand keep atdast oneMPL.
However, the Director adfinformation Management (IM) fothe MAJCOM o FOA may waive this
requiremert if keeping a MPL is unneessary to carry out tle mission. An MPL thatserves a bae
mustbe avail able to tenants. Usuwally, the host unit's Base hformation Management activity (IM)
keeps te MPL.

2.1. (KAFB) The 377th Comnunications Saiadron, Rublishing Office (377 CS/SCSP) naintainsthe
Kirtland Air Force Base (KAFB) Master Publicatons Library MPL). The MPL is loated at1952
First Street, building 20140Most new publi@tions are ao availabé on the InternetThe publishing
office has a selhelp worksttion with Internet acessfor customer use. Customers may view a pub-
lication or form; howeverf customers wisha downloada publication o form, they supplya floppy
disk. Qustomers with World Wide Web (WW) browsers sah asNetsape or Windows Explorer
can accss these publications at:

Air FarcePublications: _ HYERLINK "http://afpubs.hqg.afmil/" __http:/afpubs.hq.d.mil

_Air ForceMateriel CommandPublications HYPERLINK "http://afmc.wpafbaf.mil/* __: http://
afmc.wpafb.af. mil

_KirtlandAFB Pubications: _ Y PERLINK "http://www kirtland.afmil/" __http://www.kirtland.af.mil

2.2 Each MAJCOM or FOA IM must sd up and kep anMPL for general se byall staf elements.
However,one MPL carserve both the hsh base and te MAJCOM or FOA, if they mutually agree.
The MAJCOM or FOAMPL may repéce the hosté#seMPL. Consider loation and eeds. If the
host bas&1PL can serve the MACOM orFOA need, the IM mg decide rot to set upaMPL. The
MAJCOM o FOA IM decideswhether other command levels or locations maspkmater libraries.

3. How To Discontinue an MPL. The appropate IM may digontinue a master library ata MAJCOM,
FOA, or basewhen there is aalid reason. Wien aMAJCOM or FOA IM sets p anMPL at a subadi-
nate lewl, that IM must approve its dscontinuarce. Gve wsers at éast 60 days advance notie of he
closing. Inform tre customer &countrepresenttive (CAR), subacount reresentative (SAR), or pub-
lishing distribution office (PDO) tocancé requirements.

4. How To SetUp a Functional Publication Library (FPL). Within each headquarters, the chief of a
staff office at division level and above nay authorize an FPL. If you keep decentralized publications,
inform yourservicing IM of the name ashtelephone numbeaf the custodianand location of the libray.

5. How To Discontinue an FPL. The dficial who autheized an FR. may discontinue it.This official
informs the CAR or SAR wlp seaves the unit to carcel distribution requiremerd The CARnNotifies the
PDO to adjust requirementsSenda copy of the letter o theservicing IM.

6. How To Set Up and Discontinue Publication Sets.Supervisorsnay authorize or discontinue publi-
cation sets. imit the number and contentsf sets by requing theuseof nearby FPLs or MPLs. Keep

your publication ®ts current. Tell the servicingCAR or SAR when youset p or discontinue a publica-
tion st.

7. Contents of MPLs:
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7.1. Unclassified Pblications. The MPL containg copy of each unclssified publication issued by
each higher headquarters of the activity, and the heaédgsior activity keeping the liéry, andfield,
attached, h&, or tenant units, ithe IM decides thiacopiesare neesary. However, you do noteed
to keep a pubcation tha does nd apply to the activity or its library users.

7.2. Clasgfied Publications. Keep clasified publications in the MPL ¢y when needed by users of
thelibrary. Custodiansiust be able to controlaccess tothe material. If thdibraryis nd asecure
areafile classified publicationseparately.

7.2. (KAFB) The MAL does nbmaintain clasified or limited distribution pubicatons @ any publica-
tionsavailable o the WWW.

7.3. X-Distribution Publications Do not keep X-distribution publications unéss the office of pri-
mary responsibility (CPR) includes the library in the X-distrilbon list. See AF 37-161,Distribu-
tion Managemer(formerly AFR 4-7), for an explanation oX-distribution information.

7.4. DecentralizedPublications. To accout for decetralized publications, you may use @& 21,
Cross-Reference. Generally, thge publications are voluminous; are not of general interest. Usu-
ally only the tinctional OPR reers to thenfrequently (e.g.he Logistics andCommunications €ries
publications). The IM and functional OPR nstuagee to deentralize pubications. Ech MAJCOM
or FOA IM prepares a list of decentralized publications that the functidPiaé Onstead ofthe MPL,
keep. Keep the list in the MPL for reference. (IMs mayissuethe list asa supplemento this instruc-
tion.) The fumtional OPRkeeps acopy of e&h publication on theatentralzed lig as the dicial
MPL copy. The OPR must make copies availabldherstaff offices, asneeded. ThelM may return
decentralized pulxations to the MPL if the functiond OPR doesot keep them curent o does not
loan thento other offces.

8. Contents of FPL s. Theselibrariescontain pubications that sgcifically apply to theorgankation, a
copy of this volume, ahapplicabk indexes.

9. Contents ofa Publication Set and Public Use.A publication €t contains publications pertaining to
the daiy operatons ofthe tser. Do na make tlese publication ts available o the general public.

10. Availabil ity of Publications. TheMPLs and FPLs furnish publicationsas outlined below.(Becawse
a publication set is a workié, it is available at the optiorf the use) Publicationsare a\ailable to per-
sonnel baed on their asgned duties andeed to know. ArMPL or FPL carserve gveral organiztions
within thesame or diffeent levels of command. é&p FR.s opa to personnleof othe staff offices in the
headquartersShaing publications mayeduce he size a numberof FPLs. Publications kepnian MPL
or FPL may be laned to authorizedgosons for oficial use. Loaning publications is opti@nand
depends onlocal needs. When a publicétion is loaned, complete and file AF Form 614, Charge Out
Record; set a time for rettn of the publicationand gea receipfor eachclassified publi@tion, if needed
(DoD 5200.1-R/AFR205-1 Information Secuity Program Regulabn).

10. (KAFB)TheMPL contains paper copied seleted Depatment of Defense (DoD), AiForce(AF), Air
Force Materiel Command (AFMC) and KAFB stardard publications andservesall base and asociate
organkatiors. Cusbmersmay check out pblications, ut do rot return pblications throughlte Base
Information Tranger Center (BITC).
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11. Public and Non-Department of Defense (Do Use of MPLs. An MPL is the onlyfacility that
makes unclssified publcations available to the genepaiblic for viewing. Whenmore than one MPIs
on the bae or installation, the commandersdgmateswhich one is toave the general public.f you are
the library custdian:

11.1 Sepaate publications rarked For Official Use Only FOUQO) from those tht are availabé for
review by the public. If an MPL does nagerve tle general publicyou may file FOW material with
othe publications. Refer to AFI 37-131, Air Force Freedom of Information Act Progr (formerly
AFR 12-30),0on how to mark, protechandle, and releee FOUO publications, anéfer request&rom
membes ofthe publc for releae of FOUO dertmentad pullicaonsaccordng to AFI 37-131.

11.1.(KAFB) The general public will not have assdo"For Official Use Only" (FOUQ pulicatons;
however, all other publications areadable for checkout or resech. Indviduals must have proper
identification.

11.2 Segregte publiations that havean L distribution from those that areavailable for reviev by
non-DoD personnel. For ath-distribuion publiation, the automated data presimg sytem(ADPS)
managemust review requsets from non-DoD pesonnel. The ADPS managr approves 0 disap-
proves the requets. The top of the title page of an-distribution publicatiorcontains the follow-
ing statement: "Distribution Limited to DoD--Refer Other Requests to he ADPS Manager."
The title-pagdootnote shows the Al¥mareger's functional address symbolIMAJCOM and FOA
IMs mg decntralize L-distribution publications ¢ thefunctional OPRs whethe MPLcannot segre-
gate, protectr contrd the documest See AF37-161for an explanation df-distribution informa-
tion.

12. Public Use of FPLs. Do na let the genelgublic view orcopy anythingrom an FPL (AFI 37-13).

Functional managers refethe general public to the MPL designated for general puldic 8s1ce FBs

are not open to #public, you may file FOUO publications with other publicatisnAn OPR may loaa
decentralized publicationn an FR- to an MPLfor public viewing. Before loaning theublication, the
OPRmakes suretiis not FOUO,and doesot contain matéal that cannot beeleased to tageneral pub-
lic; pubications in either of thescategories mst not be loaned to thMPL. Refer request®r L-distri-

bution publicationsd the ADFS manage(paragrap 11).

13. How To Order Publications. Requespublications through yowr CAR o SAR accouding to AFI

37-161. Review the publishing bulletins and indxes to determi@neecd publictions. If you reeive
publications that you doot need, or if you are getting too many capigell theCAR or SAR immedi-
ately.

13. (KAFB) Order pullications tlrough your urtls customer amwunt represntative (CAR) or sulaccount
representative (SAR). Th&PL will no longer stock pper copies of publicationavailable on the WW
andCARs shoull not establish requirements fopublicationsthat are available o the Internet

14. Keeping aPublication Library. Attachment2 and 3 gie guidan@ on how © keep, pat, file, and
inventay pubications.

15. Obsolete Publications. A publication becomes dosolete when another puldication supersedes t or
when tle OPR rescinds it.An entry in the oboletesection of an inde or a notice in a publishing or &a
bulletin announes the rescission. A publication may alsexpire; e.g., a stagment sud as"Expires 16
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Nov 93" means the publication is automat cally obsolete asof that date unlessthe OPR sipersedes or
rescinds it beforethat date.

16. How To Keep Obsolete Publications. If you are notan IM, you need not keep dosdete diredives
that other functiod manag@rs may med to review. The IMlecides whetér to keep obolete publica-
tions in arMPL. When acommand uses a micfdm or other type ofetrievalsourcefor itsobsolete pub-
lications, it supplements thissinuction to adviseits subadinate activities of the availability. A copy of
an obsolete publication havailable throughmicrofilm or similar sourceis keg in the dficial recordset
of that publication. Send aequest for the publication to thesuing he@dquaters. (Secretariat, Air Stéf
MAJCOM, and FOA OPRs responsible for departmental publications leeprecord sts. See AFMAN

37-139, Records Dsposition--Sandards (formely AFR 4-20, volume 2); and AFI 37-160, volume 1,

TheAir Force Publications and FormManagmentPrograns--Developing and Proasing Pubications
[formely AFRs5-1 and 5-§). If functional ofices orlibrary cistodianskeep olsolete publicatios, keep
them as follows:

16. (KAFB) The MPL wil not maintain obsoletpublications, with the exeption of AFIndex 2 and KAFB
Index 2 dating bad to January 1993vhich are availabk for your se.

16.1 Onthetop of thefirst page othe obsolete publication, writén the number and daté the pub-
lication thatsupaseded it, or the@ion that rescindel it (e.g., the notice in a publiing bulletin or an
index).

16.2 Filethese publicationm separate bine's clearly marked "Obsolete Publicatios”

16.3 File obsolete clasified publicationseparately, unless they are kept iseaure arawhere they
may Le filed with olsolete urlassified publications.

16.4 Screen olsolete publications as reqed ard discad those no longer neded.

16.5 Post the datk of lastreview of the obsoleé publication on its fist page or coveor keep a record
on asheet of bondpaper tlat shows the olsoletefile is neessary and dates of resw, then file te
review record wih the olsolete publicatios.

ROBERT J. McCORMICK
Administrative Assistant
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Attachment 1
GLOSSARY OF REFERENCES, ABBREVIATIONS, ACRONYMS, AND TERMS

References

DoD 5200.1-R/AFR 205-JlInformation Security Program Regulation

AFPD 37-1,Air Force Information Management

AFI| 37-123,Management of Recor(formerly AFR 4-34)

AFI 37-131,Air Force Freedom of Information Act Progre(formerly AFR 12-30)
AFMAN 37-139,Records Disposition--Standar(formerly AFR 4-20, volume 2)

AFI 37-160, volume 1The Air Force Publications and Forms Management Programs--Developing and
Processing Publication(formerly AFRs 5-1 and 5-8)

AFI| 37-160, volume < The Air Force Publications and Forms Management Programs--Air Force Peri-
odicals and Nonrecurring Pamphl) (formerly AFRs 5-7 and 5-15)

AFI| 37-161,Distribution Manageme (formerly AFR 4-71)
AFM 67-1,USAF Supply Manual

Abbreviations and Acronyms
ADPS—Automatic Data Processing System
AFl— Air Force Instruction

AFR—AIr Force Regulation
CAR—Customer Account Representative
DoD—Department of Defense
DRU—Direct Reporting Unit
EMC—Emergency Message Change
FAC—Functional Account Code
FOA—Field Operating Agency
FPL—Functional Publication Library
FOUO—For Official Use Only

IM— Director of Information Management; or Chief, Base Information Management
IMC— Interim Message Change
MAJCOM— Major Command

MPL— Master Publication Library
OF—Optional Form
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OPR—Office of Primary Responsibility
PDO—Publishing Distribution Office
PIM— Procedural Instruction Message
SAR—Subaccount Representative

Terms

Change—A formal message or letter change issued to alter, add to, or remove text from a publication.
NOTE: After you establish a requirement for a standard publication, you automatically receive copies of
its formal and message changes.

Custodian—A person who receives publications to post, file, and keep in the publication library.

Customer Account Representative (CAR)-A person appointed to set up requirements with the
publishing distribution office to get publications and forms (AFI 37-161).

Director of Information Management (IM)— As used here, "IM" may refer to a Chief, Base
Information Management (AFPD 37-1). Depending on the organizational level, this official may
supervise a publishing distribution office and a master publication library within the 16G1 series of
functional account codes (FAC) (formerly FAC 11XX) at installation level.

Functional Publication Library (FPL)— A unit or staff office library that contains only publications
needed for the mission in a specific functional area.

Historical Reference Publications—Publications kept by historians for reference and reseiNOTE:
These are exempt from this instruction.

Master Publication Library (MPL)— A centralized repository of standard publications.
Obsolete Publication—A rescinded or superseded publication.

Office of Primary Responsibility (OPR)—Any headquarters, agency, or activity having primary
functional interest in, and responsibility for a specific action, project, plan, or program.

Periodicals—Nondirective magazine or newsletter-type publications with a continuing policy as to
format, content, and purpose, and published at least once a year (AFI 37-160, vc Air Force
Publications and Forms Management Program--Air Force Periodicals and Nonrecurring Pamphlets).

Posting—Adding or removing pages, or writing in changes or items from a supplement to a basic.
Publication Set—One or more publications directly related to one or several persons' duties.

Publishing Distribution Office (PDO)—The base or installation activity that distributes forms and
publications.

Standard Publication—Doctrine documents, policy directives, instructions, mission directives,
manuals, indexes, directories, handbooks, catalogs, operating instructions, supplements, pamphlet:
visual aids, bulletins, and staff digests.

Subaccount Representative (SAR)-A person appointed to get publications and forms for a section
within a unit. The SAR sets up requirements with the customer account representative (AFl 37-161).

Supplement—A document that adds material to a publication a higher headquarters issues.
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Attachment 2
KEEPING PUBLICATIONS

A2.1. Posting and Filing.The nondirective procedures in this attachment for posting and filing publica-
tions are samples for guidance only. MAJCOM or FOA IMs may implement specific policies for manag-
ing libraries to meet local needs.

A2.2. Filing a New or Revised PublicationFirst, look for a supersession line at the bottom of the first

page of a publication. If there is no supersession line, it is a new publication; file it in the proper binder.

If there is a supersession line, you have a revision. Be sure to check whether the new publication super-
sedes more than one publication or supersedes portions of publications. Remove the superseded publica-
tion or publications from the binder. If a portion of a publication is superseded, post it to show deleted
material, and the authority for deletion. If the revision has a future effective date, set up an informal sus-
pense, and remove the superseded publication on the effective date.

A2.3. Keeping Publication Files:

A2.3.1. Usually custodians file publications in three-ring, loose-leaf binders. File publications with-
out the three-hole punch separately and show location on (Cross-Reference if desired.

A2.3.2. Custodians who file publications in filing cabinets, rather than in binders, should use standard
guides, folders, and labels (AFI 37-12Management of Recor [formerly AFR 4-34]). Send
requests for filing equipment to the records manager for approval according to AFI 37-123.

A2.3.3. Custodians send requests for powered or other mechanized filing equipment to the command
records manager; coordinate the request through IM channels. Table of Allowance 006 lists equip-
ment authorized.

A2.4. Filing Publications in Binders:

A2.4.1. In large libraries, separate each headquarter's publications (except supplements) in separate
binders. However, you may file these publications together, if they fit into a few binders.

A2.4.2. File publications in numerical sequence, first by series number and then by control number
(e.g., AFPD 20-1, AFMAN 20-25, AFI 21-201, AFPAM 25-18, etc.). File catalogs, indexes, hand-
books, directories, headquarters operating instructions and operating instructions separately.

A2.4.3. After posting an Air Force publication that is in a supplement format to a DoD publication,
file it with the basic DoD publication. Use OF 21 to show where you filed the publication.

A2.4.4. File classified publications separately from unclassified publications. In a secure area, how-
ever, you may file classified and unclassified publications in the same binders.

A2.4.5. If an MPL is open to the public, keep FOUO publications in separate binders. File the bind-
ers in an area that is not accessible to the public. Use OF 21 to cross-reference these publications in
files.

A2.4.6. File specialized publications, periodicals, visual aids, bulletins, and staff digests in separate
binders if you keep them in the library.
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A2.4.7. File L-distribution publications in separate binders if the library is open to non-DoD person-
nel.

A2.5. Posting and Filing a ChangeThe change transmittal page shows whether to insert new pages or
make write-in entries. On formal changes to departmental publications, SAF/AAIP issues only
page-insert changes (not write-in). A formal change for field publications may show page, write-in, and
paragraph changes. An emergency message change (EMC) or interim message change (IMC) may shc
write-in and paragraph changes.

A2.5.1. Post and file changes in the order in which they are issued; i.e., by type and order in which
issued and date (see figure A2.1 and figure A2.2). A formal change should supersede any existing
EMCs or IMCs. However, in some cases, it may not. When posting, put the formal page change shee
directly after the basic publication, to be followed by EMCs, IMCs, and any supplements. Figure
A2.1 gives examples for posting changNOTE: File IMCs or EMCs to departmental publications

with the basic publication; posting is optional. Insert formal changes before message changes a:
shown in figure A2.2. SAF/AAIP issues formal page changes to replace IMCs and EMCs (refer to
AFI 37-160, volume 1). Keep message changes until you receive formal page changes. If the chang
tells you to make write-in changes, follow these procedures:

A2.5.2. If a line, sentence, paragraph, or section is changed, line through it and write in the word
"Deleted" or "Replaced.” Write the words over the lines or in the margin. In the left margin (of the
appropriate column in a two-column publication), identify the authorizing change by writing the
change number (e.g., C1 for formal changes; IMC 93-1 for IMCs; and EMC 93-1 for EMCs).

A2.5.3. If a paragraph is added, write in its number and the word "Added." Identify the change in the
left margin.

A2.5.4. Remove and insert pages as shown on the transmittal page. If you posted a supplement to
removed page, write "see supplement" at the top of the new page, or post the supplement to the ne

page.

A2.5.5. File a change transmittal page, followed by message changes in the order in which they are
issued in the back of the basic publication (figure A2.2). If the change pertains to a specific volume,
file it in back of that volume. File amendment sheets to all volumes or parts of AFMNUSAF Sup-

ply Manua, according to the filing instructions shown on them.

A2.5.6. When you receive an EMC or IMC to a field publication, post the change. Write in the EMC
or IMC control number in the margin next to the changed portion of the publication. File the EMC or
IMC in back of the basic publication (figure A2.2).

A2.5.7. Post interim letter changes, unnumbered letter changes, or unnumbered messages, if desire
behind IMCs or EMCs, chronologically.

A2.5.8. When you receive a procedural instruction message (PIM) to AFM 67-1, pencil in the control
number in the margin, next to the affected text (e.g., post "PIM 93-10"). File the PIMs in back of the
affected chapters, in control-number sequence (e.g., PIM 93-10, then PIM 93-11). When an amend:
ment supersedes the PIM, remove and destroy the PIM. File amendment sheets according to par:
graph A2.5.4.

A2.6. Posting and Filing a SupplementA supplement adds information to a basic publication. Post a
supplement to corresponding paragraphs, tables, figures, etc., in the basic publication. File supplement
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in back of the publication (figure A2.2). File a page-insert supplement (i.e., each page contains only the
text for specific paragraphs) across from the page being supplemented. Figure A2.1 shows samples for
posting supplements.

A2.6.1. Post a supplement in the paragraph format as follows:

A2.6.1.1. Circle the number or letter of the supplemented paragraph, table, figure, etc. In the

margin, write in the supplement number and the issuing headquarters. You do not need to post
supplements to AFM 67-1. Indicate on the front page of the appropriate chapter the words "see
supplementindicate number and dg)."

A2.6.1.2. Write in the number (or letter) of an added paragraph, followed by the word "Added."
Then identify the supplement in the margin.

A2.6.1.3. File the supplement behind the basic publication. If the supplement pertains only to a
specific volume of a publication, file it in back of that volume. Posting any part of a supplement
that does not apply to users of your files is optional (e.g., posting a paragraph that is for "headquar-
ters only").

A2.6.2. Post a supplement in the page-insert format as follows:
A2.6.2.1. File each page insert according to the instructions on the transmittal sheet.

A2.6.2.2. File the supplement transmittal page behind the basic publication. If the supplement
pertains to a specific volume, file the transmittal page in back of that volume.

A2.6.2.3. When a basic publication is superseded, its supplements automatically stay in effect.
These holdover supplements give interim guidance until the OPR revises or rescinds them. Do not
post holdover supplements. File the supplements in back of the new basic publication. On the
front page of the new basic, write "see supplements.”

A2.6.2.4. When a basic publication is rescinded, its supplements are rescinded. The publications
manager announces rescissions in the activity's publishing or base bulletin and index.

A2.7. Filing a Publication That Has a Future Effective Date:

A2.7.1. Atthe top of the first page of the superseded publication, write in the publication that replaces
it (e.g., "to be superseded by AFI 37-199, effective 4 Dec 93"). Keep the superseded publication in
file until the effective date.

A2.7.2. On the first page of the new publication, write in a reference to the superseded publication
(e.g., "do not implement until 4 Dec 93--see AFI 37-199, 16 Nov 93").

A2.7.3. If the new publication has the same number, file it directly behind the publication being
replaced. If the new publication has a different number, file it in the proper numerical sequence.

A2.7.4. On the effective date, remove the superseded publication from the binder. Delete the warn-
ing notice from the new publication.

A2.7.5. If a change contains page changes with a future effective date, file the complete change in
front of the basic publication. Insert the new pages on their effective date. File the transmittal page
behind the basic publication.
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A2.7.6. If a change affects specific paragraphs of the basic publication at a future date, file the com-
plete change in front of the basic publication. Post the affected paragraphs on the effective date. File
the transmittal sheet of the change behind the basic publication.
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Figure A2.1. Sample--How To Post Publications.
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Figure A2.2. Sample--How To File Changes and Supplements.
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Attachment 3
INVENTORIES AND SPOT CHECKS OF LIBRARIES

A3.1. Inventory of MPLs and FPLs.Check the MPLs and FPLs, periodically, to make sure they are
current and complete. Record the date and names of personnel who conducted the inventory, if desired.
You may note discrepancies and corrective action taken. Dispose of inventory records according to
AFMAN 37-139.

A3.2. Spot Checks of Publication Libraries and Sets:

A3.2.1. The IM (or other staff official responsible for an MPL) may require spot checks of the MPL.
Record the date and names of persons who conducted the check, if desired. You may note discrepan-
cies and corrective action taken. Dispose of spot-check records according to AFMAN 37-139.

A3.2.2. The staff office that keeps an FPL, including decentralized publications from the MPL, may
need spot checks.

A3.2.3. The IM may spot check decentralized publications to make sure functional OPRs are keeping
them properly and making them available to other requesters.

A3.3. Library Checklist. If you are spot checking a library, answer these questions:
A3.3.1. Does the assigned custodian keep publications?
A3.3.2. Are current and needed publications in files or on order?
A3.3.3. Are requirements for publications set up with distribution source?

A3.3.4. Are changes and supplements promptly and properly posted to and filed with the basic publi-
cations or on order?

A3.3.5. Have rescinded and superseded publications been moved from current file to obsolete file, or
discarded if no longer needed?

A3.3.6. Are current indexes kept and posted, if required?

A3.3.7. Are publishing bulletins reviewed to determine specific needs?

A3.3.8. Have classified, FOUO, and L-distribution publications segregated when necessary?
A3.3.9. Are spot checks or inventory conducted as required locally?
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